Sep by Sep Procedures
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—Once in WEBREQ, you will be able to submit individual requisition or
upload a data set of requisitions. It is important to understand that
there is only one authorized user and password assigned per
DoDAAC for WEBREQ.

It is important to note that the account assigned to you is not an
individual account. If you leave the office, this WEBREQ account
should be passed on to a new POC, and DAASC should be informed
of the new POC name, phone number, etc via Email (email address
deashelp@daes.dlamil). [N addition, if any email changes occur please
notify DAASC immediately via email or call their 24 hour helpdesk.
This change is necessary in case DAASC needs to contract you,
there will be no lost time.

If you need assistance in filling out a requisition please refer to the
DLA Customer Assistance Handbook. You can obtain a copy of this
handbook by visiting www.supply.diamil. Please fill out the one line
subscription form.




The next screen defaults to an AOA
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Under Upload File Option. You are provided the capability to upload an ASCII file.
Please note your requisitions must be in an 80 column format and the first position
must start with a DIC.

For example
AOAS9GS4820014011505EA00010N00251182239%4............
ADASOCS.... .,
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WEBREQ File Upload

bt The brewse bobien o dhoess o tesd B e wplead. When mon peess e b beked, kool be
ke d Do ks Sore e e Gonit Fonwa. The B2 mis corsar o BD chirarer raband
rparated by Aitcarage reham Sdére fred. IFa rezced o e dom 310 charachere bag, o will be

b pavce- £l i e B0 charactens . B pog reconds ane oooee thin B0 chenmciens borg, the Bl will be rejaned
Pl i Nt oF Bisveep OF .0 oF e T

lSatar thr fiin &2 procansA < | Tap3e382. bxt _Ml:_i

Click twice 4—CLICK

—  p P L =
oy

[Diciresr e R R R Y

IMPORTANT NOTE: When using the upload option you must
click on process file twice. The first time the system will go
out and check your file to ensure that it is in the right format.
It will confirm the amount of records it read in your file.

Then you must click on Process file again if the the record file
length is correct for final submittal.



Please note your requisitions must be in an 80-column format. Once
you have submitted your requisitions. You will have the opportunity to
review your sent file/requisition.

Click on view sent files then the file you choose to look at:
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Please note the first two lines are message header information
confirms DAASC received your requisition. On the first line
towards the end you will see a time/date stamp, for example
990423 * 1854 or April 23, 1999 at 1854 Zulu Time.

If for some reason you requisition rejects at DAASC, you will be
able to see this reject under the view responses within 3-4 hours
after the requisition(s) is/are submitted. A sample reject is
attached below.
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WEBREQ also has the capability to send back MILs status to your account,
under view responses. You can ask for this capability when you establish

your account. Please note the right screen above.

If for some reason you did

not receive MILS Status through your normal means, you can use this data to

upload to your supply system by downloading this file.

If you are not

receiving status and would like to please contact the DAASC Help Desk at

DSN 986-3564.

If you have any suggestions or questions please feel free to call Mr. Bob
Durham, WEBREQ program manager at DSN 986-3848.



